OSI – Project Management Office
Project Roles and Responsibilities

PROJECT OFFICE TOOL SET DEVELOPER & SUPPORT
Role(s):
This Project Office Tool Set Developer (Tool Set Developer) develops and maintains database applications and customized software business tools in support of the project’s internal business administration.  Examples of supported business functions include, but are not limited to, training, financial management, employee tracking, time reporting, deliverables management, and contract management. The Tool Set Developer may also be asked to develop and/or maintain applications which support customer services and the project’s reporting responsibilities.

Responsibilities:

Project Office Tool Set Developer & Support:
· (Provides) new development, production support, and ongoing maintenance support for the project’s custom business applications and other internal systems. 

· (Participates) in all aspects of the standard software development lifecycle for internal business application development and maintenance efforts. 

· (Works) closely with the project’s internal end users to deliver high-quality application solutions that meet the business requirements. 

· (Writes) detailed technical design documents, develop code, tests, debugs and documents applications and application modifications. 

· (Acts) as a liaison between IT and our internal customers for day-to-day support. 

· As required, (consults) with software vendors to troubleshoot and resolve application issues. 

· (Troubleshoots) and (documents) issues related to existing applications. 

· (Oversees) user application testing prior to production release. 

· (Performs) software configuration tasks.
· (Completes) and (maintains) business workflow/ user documentation for supported custom business applications.
· (Works) closely with users and project management to identify, clarify and specify complex business requirements and processes.  

· (Researches) and (evaluates) alternative solutions and makes recommendations.

· (Creates) ad-hoc and standard periodic report for management from the supported business applications and databases.
· (Monitors) the applications active users to (manage) license account concurrence. 

· (Develops) and (delivers) user training prior to release of applications or major application changes into production. (Updates) user manual(s), and/ or computer based tools as needed.
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